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The 
Stenographer’s “Kit of Tools” 


By Chester E.. Shuler 


Harrisburg 


IKE the plumber 


the carpenter ol 
every ambitious stenographer 


ne eds a 


kit of tools, and the care with whic! 
they are selected, together with their prope 
use, often determines to a large extent the 


degree of his future success 


An apprentice carpenter, if he’s wise, wi 
A pI t pent f I will 
buy a useful tool every now and then while 
1e’s still learning his trade, put them away 
| ll 1 I trade, put them aw 

for future use in his tool box, and then when 


carpenter, 
hammers, 
first 


he finally becomes a full-fledged 
he will have a full complement of 
etc., and be able t 
CT Wal 


saws, perform, his 


real work in a proj 
Following the same plan, the “apprentice” 
i rt 
stenographer should be diligently “packing a 
tool kit” while in school. Nor should 
he (and this applies to the well!) 
th 
cease acquiring these “tools” securing 
his first position, for, unlike carpenter, 


still 

girls as 
after 
the 


the stenographer’s tool kit will never be com- 
: r 
plete and he can add to it every day of his 
life But what are these tools? 
Your “Kit” 
“Oh, a typewriter and notebook, or- 
you're guessing now 


Wrong pencils, note 
you don’t use 


important 


lypewriters, 
books, and eras... (beg pardor 
erasers!) are tools—mighty 
and we shall say something about them pres 


again 


ones, 


ently. But first let us think of some others— 
the kind that will help us get a job, hold it 
securely, and step up the Success Ladder 


Pennsylrania 


vith real That's the 
into our kit nd don’t you think it well t 
elect them with care? 

Just where ull we tart Whicl shall 
he Tool N ] Not il easy dex sio! t 
make, for the ire s many important on 
ill bright il kee! Here is one labeled 

Industry 

Ot course, it ather obvious wl 
is important In the first place, the man who 
hires us has work to be done, and if he 
believe we re industrious, he would t 
hire us. Chances are we'd be a long time 
hunting our first job! While there are s 
who are paid for what they know, t 
are paid for what we 

Let us hear the testimony of a man wl 


ought to know whereof he speal aman wl 
in a period of only ten 
file clerk to vice-president and general mai 
ager of one f America’s largest busines 
institution When ’ 

will insure a young man’s success in busines 
he replied, in brief: 

“If I were asked to tell a young man just 
starting out in life, full of health and whole 
some ambition, just what is the most essential 
thing for him to keep in mind, I think I 
say Hard Work. What folks often call ‘lucl 


years ha isen trot 


' 


asked for a formula that 


woul 


isn’t luck at all. We use this word ‘luck 
recklessly. One man succeeds where another 
fails. The failure says he ‘didn't have any 


luck,’ when, nine times out of ten, it was the 





{ae 


oes 


: 
i 


ee ee 
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ack of working brains and ambition which 
kept him at the bottom of the ladder.” 

And we venture the guess that industry 
played a large part in this gentleman’s phe 
ascent in the business world! 
Industry, by the way, is a “tool” which may 
ened and tempered while we are still 
1. It is just as important there as 
first or sub 


nomenal 


be shar 
in scho 
when we are occupying our 
sequent 


positions 


Punctuality 


is a “tool” which we shall 


rt work—and 


need the first 
morning each day there 
after 

The 
opinion of } Ross 
idea te 


schedul e : ve 


correct—in the 
So it is a good 


always 
it least! 
e's own timepiece on the same 
rk before starting time and 
clock declares the hour of 


stay until 


stopping 
topping 


But,’ meone objects, should I 


I get to work as long as I! 


“why 
worry wh 
do what is required of me?” 

employers who measure 
fact that the 
done 


unfortunately, 


There are a few 
one’s Wo! required 
quantity and quality of work 1s 
But, 
they are rar ‘ith the average employer, 
important to be on hand at the 
time expected, in addition to doing the work 

Indeed, we a few 
compute the value of their 
willingly 


regard 


less of time used 


it’s mighty 


required have run across 
“boss 


employes 


men” wil 


upo! whether or not they 
kt “vel tar Sd eo -rmed 
work voluntary overtime as one termed 


it) in 
perhaps, the « 


addition to their regular hours. This is, 
eptional employer; but when 
to do if 
we wish advancement in his good graces (as 


well as salary do 


encountered, there is only one thing 
what he wishes and work 
necessary 


when 
d Punctuality has 


“voluntary 
other 
work 


vl] one’s appoint 


means more 


[ than getting to 
It means keeping 
ments on the dot, whether with a _ business 
the dentist, or Let’s use 
illy. It must be applied not 
week, or month we are at 
work, but dail perhaps many times daily 
[ the first “good impres 
much. So let us 
in its special compartment 


perhaps next to the tool called 


associate, socially 
Punctuality liber 


only the first day, 


1 
if : uuld maintain 
' | its tor so 
! 
i 


piace it 


of our tool kit 


Honesty 
ld seem closely allied, and which 
surely is another extremely important one. 
Honesty has been referred to as “the best 
policy,” but this isn’t a very good definition, 
for the chap who is honest simply because 
he considers it “the best policy” may not be 
very honest after all. The really honest 


which wou 
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person is honest because he knows it is right 
It entails vastly mere failure to 
steal the postage stamps or relieve the cash 
register of a few doll No really fine 
stenographer would even think of doing such 
things. So we will speak of a few other 
phases. For employer's 
time for personal use would hardly be strictly 


more than 


ar bills 


instance, using our 
on the square, even though no open objectior 


may be advanced. One teacher we know ex 
pressed the idea uniquely, something like this, 
“Young people, if you must 
fingernails, or noses, arrange to do it 


business hours, if possible.’ 


‘manicure’ you 


outside 
can be 


And our 


Honesty is another “tool” that 


sharpened up admirably in school 


teachers have a pretty good opportunity to 


grade us on honesty by the time we've finished 


a course and gone rth to seek our fortunes 


behind the typewriter 

Being thoroughly honest 1 
is a mighty valuable habit. Which brings us 
that Honesty, but 


the small things 
to another “tool” resembles 
its name is 


Thorough ness 


1 


and it is so important that we simply cannot 


omit it from our kit When a busy Boss 
sees on his desk a pile of neatly-typed letters 
which must have his immediately 
ind just then he is called out of town on an 
leaving in ten min 


times when he’s glad 


Signature 
urgent matter, his train 
utes—that is one of the 

his stenographer uses this “tool” in her work 
He knows he can depend it to 
that he has merely to write his nam 
crisp sheet, his hat, 
station He that 
are correct typograp 
way He knows 

Thoroughness 


upon such at 
extent 
dasl 


letters 


on each and 


for the those 


and in every other 

that his stenographer has 
used work 1s valued 
accordingly. 

But Thoroughness il is do 
thar turn ot 
proof.” It will help us 
and reliable in all that we do 
us from “taking things f 
told to i 


it 


THnore 
: | + 
mereiy error’ 


become more valuablk 

It will prevent 
granted.’ W hen 
certain important 


we've been 


data we will look 


: 
ask the office b 


as the tacts 


Obedience 


In school we should have learned 
thing about this tool, and, if so, we 
shan’t find it difficult to use in our first position 
It is something about which the majority of 
folks today don’t know a great deal. The 
best definition I've heard for Obedience 
was given by an old top sergeant during the 
World War. It was back in 1917, when a 
lot of us fellows weren't behind the type- 


some 
next 


ever 
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were doing “squads right” and us, but it’s not well to make inquiries when 
ob-nailed shoes several sizes too the boss is busy and when we know he ex 
which wasn’t so much fun, but pects and requires prompt obedience 
us some much-needed lessons 
Some of us who had been Memory 
back home thought we knew ’ 
\Ve'’d been fairly obedient to One of the most indispensab! ls of the 
lt trained and dependable 


1 hadn’t received many “lick- stenographer 
But our sergeant decided we memory, and there no profession 


meaning of the word. One in which memory plays a more important part 


quite exasperated by our Che ability t 


Meeting Emergencies 


By William Feather 


And now, you're 
wanting to know 
what obedience has 
te do with business 
life. Why is it num 
bered amongst our ; Good “For 


] ae ? > ’* 
tool Because ; , y, gettery 


obe dic nce al | 


Loyalty 7 ‘ys 
> 
ced a 


a“ 


se ‘4 
- P € / 


f= ie 4 — “oO C_ <. 
- 


( 4 — cr a, o Ps 

place, mplo 
wishes t pay oo” e YY”. J _ 
who wor! = 
he’s told t 
firm wants to 

rson who is not likely to prove loyal whi 
to its ts Few things are more dis essel 
honorable than disloyalty, and if we cannot this 
be thoroughly loyal to our employers, we owe fact 


| TIfwyT 


Wal Wpresse 
it to them and to ourselves to change jobs immediately. “Keep your 
yssible. For this reason it’s well, here in the office; keep 
i! brief *K » your li 


as soon as px mething 


to learn something of the business when outside 


if we can, 
toned up!’ ” was the way 


integrity and reliability of a firm before con 
necting with it Loyalty is too important 
a tool to lie around idle. We must be in Discretion 
a position to use it. 

Obedience makes us carry out instructions Indiscretion in speaking of business secrets 
with dispatch and efficiency. There is a time at improper times retards the progress of 
to inquire why a thing is done thus and many people. An example came to my atten 
so, when the object may not be apparent to tion some years ago: A young lady stenog- 
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rapnet had been years, 
was well liked and implicitly trusted Pro 
motion llowed, and sh nally became sec- 
retary to tl residet he was 1 longer 
whet matter 


asked ithdraw much 


importance and of a confidential nature were 


discussed; and she never told a f these 
big things outside the glass door marked 
“Private.” And seemingly 
trivial matter nearly caused her a lot of trouble 

She had heard the president telling the sales 
manager (when o1 ie three could hear) 
that a cert I amed »Sam merited 
atl mcrease tl Pay 
Now the salesman was a particular friend of 
the secretary’s, and she just couldn't resist 
giving him a slight hint of the good news 
and delighting in the way his face brightened 
Yet she knew she 


done the right thing Something 


then one day a 


because of his good work 


up when he understood 
hadn't 
happened behind that gl: cor and 
ame im 
wasn't 


Sam's 
salary was not in m bec 
patient and asked ol hen he 
supposed even to know anythin f the matter ! 

No, the girl wasn’t “fired.” leed nothing 
although the two execu 
tives had to believe that she had 
But after that, when confidential things wer« 


was ever said to her, 
“slipped.” 
discussed she wasn’t present—and she kneu 
why! 

Let us sharper 
even entering upot! 
it sharpened as the 
confidence is \ 


Initiative 


is the tool tl s likely to decide the figures 


on our tuture But tl 
be purchased—it mi acquired step by step, 


us tool cannot 


and it « ts, 

A good ki \ lee 1 h« hand and type- 
writing will help one secure a job. The other 
tools mentioned will help keep the job. But 

+] 


Initiative is the one that is going to increase 


our pay in nearly every case 
\ man had three sons who worked for the 


Chey began 


same time and 
received the same starting salary. After a time 
father learned that “A” was 
“B” thirty, and “C” sixty 


tleman was puzzled. The 


same firm at the 


rece iving 
dollars a 


their 
twenty, 
week Phe old gel 


boys were all abo 


it thought; all had 
been equally well educated. Why the marked 
difference in pay? He decided to slip quietly 
down to the city and interview their employer, 
to learn why 
The employer received the father 

When he had heard the inquiry, he 
show you the reason we can 
while we pay the 
sit back of 
while I interview 


alike, he 


' 
i 


courte 
ously. 
replied, “I will 
afford to pay ( 
other boys 
that screen, 
your sons.” 


sixty dollar 


lesser sums. Please 


unobserved, 


19 30 


June 


he boss 
ou to go to the ship 
imber i crates ol 


The father moves 
rang for A. “A, I 
ping room, count 
ranges there, and report to 1 s quickly as 
ssible 


d mentioned 


-orrect?” the 
boss inquired. 
‘T te leph med tl 
was A’s reply 
B fift 


and he told 
It took 
sion, 


When he 
he answered t the 
boss’s question, counted them; but 
I noticed that s 

Id it once if Wwe 


oranges ought to be 
SO so, I got 
in touch with Sn arranged 


with them to tal fif ; ynce, and 


keep ni ely 
them meat 
to the boys’ 
it | told him; 

ictly what r while C did all 

that and more than | told him. C has Initia 
which is worth just twice as much as 

and obedience, and 


and lack 


conscienti 
*s as much as A’ ut 101 
the ke ne do more 
do, to hold hi 
kit! 


Initiative is 
than he’s paid t 


Sense of Humor 
it stenographers, like 
f other folks, have their troubles. They 
encounter obstacles wh sometimes try their 
patience and test their resourcefulness. As a 
sort of antidote for these things, we shall pack 
into our kit another “tool” which we may call 
a Sense of Humor 
We don’t mean that t tenographer should 
try to be “funny.” No, not at all. But a 
genuine sense of humor is invaluable as a sort 
of “oil” which will keep friction out of the 
machinery and make the day’s work more 
t, perhaps easier. sense of humor is 
sometimes said to be born and not manufac 
ured, but we believe it can be cultivated by 
anyone who will earnestly try. However, there 
is another tool which goes right along with 
humor, and which certainly can be developed 
by anyone. This we shall call the Study of 
Human Nature. 


pleasant 


(Continued on page 485) 
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Capitalizing One’s Leisure Time 
By Lee Galloway, Ph. D. 


New York Universily Scho f Comme 
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While the 
Roar the Typewriters Click 
By G. K. Spencer 


Los Angeles, California 


Maris 





smartly uy 
| 
K 


main tru 





ters, smoke COV 
ered the ship, 
but in the main 
executive office, 
twelve m« 
gripped the 


with thei: 

and continued typing as the ship rolled far 
wer with the force of recoil. It happens a 
dozen times each gunnery year. And yet, those 
seagoing stenographers and office men have 
the reputation of being among the most efficient 
record keepers in the country. In fact, the 
whole Naval records system is dependent on 
what they do, for the shore offices get only 
what these men report, except for matters of 
supply, which must, of course, originate ashore 


Modern Offices A float 


Every modern othce device which can pos 
sibly add to the celerity and rapidity of man 
agement of a great personnel and material 


£ Typewriter office on the United States Batti 
of their desk Flagship of the Battle Fleet 


, 


¢ ship California 


ganization is availed of in the Navy, from 
the most modern typewriters to all the standard 
office mechanical and electro-mechanical equip 
ment known. Several important civil manu 
facturers of office equipment which adds much 
to American industry owe their first start to 
the Navy for the earliest recognition of the 
value of their instruments. In fact, in the case 
{ most of the more scientific office equipment, 
the Navy was either the first or an early 


( 


purchaser, and the Naval offices may lay ex- 


tremely just clair bei rerunners in the 
science of office ma ; I ust as the Navy 
has led in othe mporta industries such a 
steel, monel metal, t I I gi be, the radio 


telegraph, and the idio telephone 
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Mechanized down to the last 
point, the Naval offices on battle 
ships are generally composed of 
two groups, the main executive 
office and the paymaster’s or sup 
ply office. Im each are batteries 
f l and 


rical adding and computing 


typewriters, mechanica 





most modern 


The Navy's System 


li eacl battleshi such 
West Virginia, the Navy O} 


ates some Sixty typewriters, 


Naval attack i j j chutes 
: proceeding seaward ‘ ' e ¢ to be 
the rare offices, supply I attacked bya fighte uppe ight while a torpedo plane 
Captains writers othces, i is escaping the figl Othe torpedo planes are seen 
rooms, and communication office moving in the sm They are torpedoing the enemy 
These machines are all recorded by ships eu ( led by amoke latera 
numbers in the Navy Departmer 
it Washington, and the Supply offi 1 tl mechanical aid as d he Navy. By the Navy 
partment can tell at any time whers mi stem every pent , 1 for through 
hine is, whether it be in China, the 
Samoa, Midway, Guam, Hawaii, Alaska, 
1ama, the Virgin Islands, in the Embassies, 
or in some Naval shore station. Each battle 
ship and every repair ship in the Navy is 
equipped with a first-class typewriter repair 
shop. which ! for every typewriter 
rebuilding the machine 


] 


repair shops are qual l 


ines 
typewriter men who secure from the leading 
manufacturers the latest repair parts and kee; 


in touch with the evolution of design generally 
Biggest User of Office Equipment 


To care for Naval writing traffic, there are 
in use more than 5,000 typewriters in the Navy and other 
With the total of all mechanical and electro- I 
mechanical office devices used by the Navy, the Boilers and engines and all a sories; Ex 
figure becomes approximately 11,000 office de- gine-room and Fire-room fittings, supplies ar 
vices in active use daily. This ranks as one of tools; Greases and lubricants; lio apparatu 
the highest figures in the world, for but few and accessories lectric apparatus and acces 
civil concerns depend as heavily on ries; Cordag« 
This man is the correspondent , akum, twine 
for one of the Battleship 
weekly ne wspapers produ ed 
by the crew. He is yettina 
out his stuff” on 


or steaming 


canvas 
Dr 
bed 


Non electric 

leather 

prints, 
publications, athletic 
brushes, lumber; tools 
nuts, pipe fittings, metal 
shapes; acids, chemical 


cleaning paste, disinfe 





stationery, draiting-roor 
medicines surgical 

shore works, power 
dry apparatus, ranges 
tor special work, a1 
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These are only the things accounted for 
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There are in addition all the many affairs of 


Department, the handling of foreign 
etc., and the military of 

All is performed with me- 
help, of which the type 

the keystone 


the Navy 
exchange, 
the ships 
chanical office 
writer is, of 


direction 
this 


course, 


“e 


Pipe” All Those Portables! 


In fact, so typewriter-minded 
has the Naval personnel grown 
that of the 86,000 enlisted men, 
19,000 Marines, and approximately 
9 000 officers, more than seventeen 


thousand use portable typewriters 
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ng il 


the shade of a bulkhead of a Wednesday or 
Saturday afternoon, typing out their own letters 
and private accounts. As it happens, 
them write for news] 


unusual sight to find seven young men sitt 


nany of 
apers and the smaller n 
spend much of their spar: 


t 


ag 
azines, and 
time in this 
When Colonel 
ing from Eur 
he borrowed 
fy 


kind of correspondence 


int 

irtl 
1 
i 


Lindbergh was rett 
aboard the Mem; 


ype, | 
itt 


US, 
typewriters several times 
m members of the cre 


W 


1 
+} 
LiiC it 


ed 
“Writing 
the Navy these days inv 
the portable 


Spike, the 


who carri 


ables home” fron 
lv es 


Yes, 


days of the “old 


typewriter 





for mal writing. It is no 


Navy’ are gone be yond recall! 





“East, West=Grege’s Best! 


ILES land and leagues of sea sepa- 

from the author, but he 1s 
group at Tag- 
! The Bohol 
of its kind 
of Bohol, we are told. 
1928, this month, on 
reasing enrollment especially 
expects to 
take bigger quarters and to add a civil service 
to the rk that the College has been 

in bookkeep- 


to this 
bilaran, in Philippines 
Business llege the only school 


in the island 


It 


ict 


province 


inded i1 and 


unt of 


its 1 


in shorthand and typewriting, it 


cour s¢ 


Ww 


offering shorthand, typewriting, 


ing, and Spanish 


Inasmuch as the classes are conducted in 


*? 





+ 


%’9 


the evening, most of the students of this school 


are government employes and school teachers 
One of the two American women teachers now 
enrolled in the College, Miss Jessie Middleton, 
ot Altoona, Kansas, is the center 
Club picture shown ot 
marked “3” the Registrar of the 
who is handling the typewriting class as well 
The one marked “1” is Catalino F. 
the shorthand instructor and 
Club, to whom we are indebted for 
and picture. 


figure in the 
The 


College, 


here (‘ one 
is 
c Boquiren 
to the 
this news 


adviser 


Greetings, fellow Greggites, and continued 


success to school, faculty, and pupils! 


“ 
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A Department of Helps for the Beginner in Shorthand 
Edited by JOHN ROBERT GREGG 
eq _ 


ate eae 


Creative Review 


p ress toward in 
erformance in shortha 
necessary to do some 

In shorthand there ar 
},! 
obiem 
review to strengthen our knowl 
principles, of the theory, or « | 


rm the basis of writing various con 


f sounds 


an review to improve our skill 

f review can be made cre: 
in reviewing the textbook itself 

with just what you find there 
much in the way of “creative” 
iew should be broader thar 
onstantly increase your list 
he various principles occur 
studying “Speed Studies” Work for Hand ( 

ual you will no doubt 
idea has beet 


reasing your wt! 


Stress { pplication of the Rule 
The review! studying of rules mere] 
as rules is not ry 1 valt You m 
be able t reci bs ul 


the textbook, u unle 


ay 
e in the exact words of 
ss you go further thar 
the apt 
of situations, 
This review 
rules is ot great value The 
write new words trom n writing 
tes word-building power. with your 
ation. In 
and jou 


on which 


Include “Outside” Matter 


mhine your efforts 


verely to words important, 


Manual, vou will, of course, add t feel of the 
bul: 


the most frequently recur 
ds in the language, but you will not 
add much your facility in 
words. The 


you to write 
ring of all word 
writing new Moreover, 

danger of confining the review 
merely to what you find in the Manual is 


that you have 


moveme}l t 
ably you 
been over this ground once or Your 

twice—perhaps oftener—and as soon as you 


endeavorit 


“a 





| 


EE _panmeguagne ne 


~->~ 


we 
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rapid rate, since it is just as easy to learn 
to write correct forms at a rapid rate as it 
is slowly: Strive constantly for fluency and 
rhythm in writing 


The “Automatic” Stage 


When you get the majority of the word- 
forms fixed in this way, you do not have to 
pay much more attention to the matter; the 
response to the spoken word will be automatic. 
It is very important that you do all this work 
with the attention fixed as strongly as pos- 
sible on what you are doing. Mechanical 
practice, without attention, will not help very 
much. There are two phases of this kind of 
practice. One is concerned with individual 
outlines, to master the movement; the other 
is practice on connected matter from dicta- 
tion. Even in the individual word practice 
you should call the word as you write it, 
either mentally or aloud. Let accuracy at 
speed be your slogan. Do not be satisfied 
with anything less than perfectly formed out- 
lines. Train. your hand to differentiate size 
and length with the utmost facility and 
accuracy. 


Acquiring Interpretive Power 


In the foregoing I have given you some 
suggestions from the writing point of view— 
creative review with skill development. But 
there is still one more element which is of 
even greater importance than the other two— 
acquiring interpretive power. In other words, 
the ability to read and transcribe meaning- 
fully. This should be developed first by read- 
ing well-written shorthand—the plates in this 
magazine, or any reading books in shorthand. 
Practise reading swiftly, but be sure always 
to get the sense and to read with expression, 
even when reading silently, as if you were 
reading to someone else who had to depend, 
to get the meaning, entirely upon what you 
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said. Do not read mechanically, merely pro 
nouncing the words. In this reading, culti- 
vate the ability to picture how what you are 
reading would appear if typewritten 

It is this lack of ability to interpret short- 
hand notes in terms of the finished transcript 
that is responsible for poor transcription 
Good reading and transcription depend almost 


wholly upon your power of interpretation 


providing you write good shorthand 


Value of Reading Shorthand 


There is one more point. The reading 
from shorthand plates tends to give you a 
correct mental conception of good shorthand, 
which in a great measure influences the kind 
of shorthand you write. Nevertheless, you 
must spend much time in reading your own 
notes. In reading, make it a rule to put a 
circle around every badly formed or incor- 
rect outline [hen practise the correct forms 
for these words until you master their exe- 
cution. 


You Stand or Fall by Your Transcripts! 


“Reading your notes back” can in no sense 
be called transcribing, even if you follow the 
suggestions in the foregoing. 

There is no substitute for actual transcrib- 
ing. In reading your notes, silently or aloud, 
you are not generally concerned about punc- 
tuation, capitalization, and the other conven- 
tions of typing. But when you are typing 
from your notes all these factors become im- 
portant—thrust themselves into the field of 
immediate consideration. The transcript is 
what your employer will see, and it is on that 
that he places an estimate of your value. If 
you want to refine and perfect your style of 
shorthand and your skill in transcribing, you 
must keep working at it seriously, with the 
definite objective of being master of your 
profession. 


Review Sentences 


| Teachers will find these drills in shorthand form in the June “American horthand i er.) 


(HAPTER I. 1. The dreaded air attack will 

be today. 2. They had a merry time with his 
money. 3. His career was great, but he made 
many errors. 4. The League could not raise 
the money it needed. 5. The head of the cane 
was made of rare metal. 6. Will you clean 
this hat? 

Chapter II. 7. He gave his guests many 
valuable gifts. 8. New machines were installed 
in the rolling mills. 9. The actor read of a 
vacancy in the cast of a new play on Broadway. 
10. The ceiling of the cellar needs heavier 
supports 

Chapter III. 11. Today is a holiday, and 
I am planning to play thirty-six holes of golf 


with three of my friends. 12. The student: 
chose four cheer leaders. 13. The merchant 
urged his debtors to do their utmost to pay 
him something on account each month. 14. He 
tells me that his compensation was not large 

Chapter IV. 15. I am forced to inform you 
that your unpaid balance is excessive. 16. The 
typist’s fingers were exceedingly nimble, and 
I was much impressed as I watched him write 
17. Do you remember the number present at 
the questioning of the committee? 18. It was 
his first duty as chairman to bring about order 
at this particular meeting. 19. A report of the 
special committee followed. 


(Continued on page 456) 
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Chapter V. 20. Spend your additional time 
in a good library reading worthwhile books 
21. He had to smile in spite of himself at the 
odd styles. 22. It is highly likely that he will 
retire in a few years. 23. The government 
bureau acted in compliance with the request of 
the Senate committee 

Chapter VI 4. The business of the res 
taurant was ruined. 25. The new equinment 
was installed on Saturday as_ scheduled 
26. The motives of the representative were 
questioned by the visiting committee. 27. | 
have endeavored to divide the business into 
departments that will function more efficient! 
than we are able to do at present 

Chapter VII. 28. Many « 
burned and valuable orchard 
29. The expert repaired the | rn upon the 

t request of e farmer We guar 
will be of standard stock 
conce! d about the re 


farms wer« 


32. He paid his boar 
wut further ars ent 
( hapter \ IT] 3. rem d you that the 
stockholders a lividend. 34. We 
have been pe ot advisable t 
dvance thi further support 
5. The report : uu have submitted 1s ab 
solutely useless to us. 36. Having heard your 
that the artist will 


a 
2 
>] 


earnest protest, 

do as you requ 

Chapter IX expenditures of the 

commercial association were declared legal. 
38. The manufacturer dist: 

throughout his territory describing 
: ] 


fits to be derive from the purchase of stock 


‘ 
ibuted a pamphlet 
+} 


1e bene- 
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in his company. 39. The state commissioner 
made the necessary arrangements for holding 
the semiannual examinations 

Chapter X 40. We intend to centraliz« 
ontrol as much as possible in the constructior 

new buildings and in the reconstruction of 
old ones. 41. The mining engineer detected 
ome defective operations in extracting the 
iron from the ore which could have been cor 
trolled by greater concentration on the part 
the constructor. 42. We now have unrest! 
rights to transact business in this state 

Chapter XI. 43 » render practically 
manent service one must develop construct 
apacities, qualiti f intel 
sensibility, and 
ultivate the pow 


und powers 


und physi 
endowment 

T poli y. 

Chapter XII. 46. The Great Northern Rail 
way founded by James Hill connects St. Paul 
with the Gr Northwest, passing through 
Fargo, North Dakota, Glacier National Park 
Montana, a! pokane and Seattle, Washing 
ton, on its wa 1e terminal at Vancouver 
47. He was tl istant of a busv executive 


HIS is the 
on the chapters in t Anniversary 


xt September we shall start a new 


iting the 


hee 


Left-handed Shorthand Writer Wins Contest 


W}? LI... the « ion | been answered 
Can a b writing rthand with hi 
left hand ever h te satisfactorily 
with those who write right Henry Medford 
a student of the New Yor! ity High Scho« 

that it can be done 


} 
rn 


1 


of Commerce, demonstrate: 
by winning the 125-word minute test wit 
a transcript without error! test wa art 
of the Annual Shorthand ( test of the New 
York City Gregg Shortha: Teachers’ Asso- 
ciation, held at the Haaren High School, to 
determine various championships in and around 
the city. And by his work Henry Medford 
brought the Metr lita hampionship Cup 
to his school 

The 100-words-a-minut t showed a close 
competition between the scl s. James Mon- 
roe High School, with its team of five, made 
an average accuracy percentage of 99.4; the 
High School of Commerce, 99: and Bushwick 
High School, 97.6, and through this test was 
determined the New York Public School 100- 
words-a-minute Accuracy champion for 1930. 
Nine, seven, five, and three papers with nary 


of papers with no errors 


ban school in th 


Sr) 


t was the Englewood Hig! 
od, New Jersey—with three 
perfect papers ittin High School of Eliza 


New Jer i i yO! kers ( New York 
| 


High School of Commerce tied for second 


place, with two perfect trar 


ripts each 
Teams of five competed in the Privat 
Schools 80-w i Accuracy chan 
pionship, wit! esult that Katharine Gibbs 
School, New York City, registéred first, with 
99.85 per cent; the Alden School, New York 


> 
‘ 


35 per cent; and the 


City, second, with 99 
Drake School, Paterson, New Jersey, third 
with a score of 99 per cent. Close work! 


That so high a 
tained throughout t mtest is most et 


accuracy was mall 


couraging, a highly commendable performance ! 
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~ HERE and, THERE 
in the Office Equipment Field 


News gleaned about al! that which gece in the modern office and a word now 


and then of the men who are buildi 


ng and selling modern office equipment 


By ARCHIBALD ALAN BOWLE 


} } Tr) 
, ids eC 1l 


announced 
by the vice-president 
f sales 


Type 


in charge of 
the Underw 
writer Con 
General Ofhes 
Corporation thi 
friend Mr. W 
Simmons, who fo ’ 
years has headed the 
school department of the 
Underwood Typewriter 
had 
advertising 
of that organization, has 


Company and under 


his wing the 


now enlarged his scope of 


operations and has been 


designated sales manager 
of the School Sales Divi 
sion in 
the school 
the Underwood 
a eo 
Mr. Simmons 
no introduction 
Ss hox ] world. 
sixteen 


charge of all 
sales for both 
and the 
rporatior 
requires 
to the 
During his 
with the 
pewriter Company 


Manager 


years 

he has beet 
pment of the 
yyed by that 
executive 


Underwor vl ‘7 
largely responsible for the devel 
remarkable school 
company. To the 


anager, Mr 


and understanding that will prove 


business enj 
new capacity of 


sales m: Simmons brings a wealth 
of experience 
invaluable not alone in the development of the 
school market for the Elliott-Fisher and Sund 
strand products but in increasing the already 
great Underwood this 
line throughout the country. 

lo the office equipment field 


volume of business in 


this change is 
of importance, and we extend our congratula- 


tions to Mr. Simmons and to the company! 


~~ 


‘6? BELIEVE handwriting will in time be- 

come obsolete, extinct.” No, that’s not 
my comment, that’s what Edward H. Johnson 
says in Business Equipment, and he’s out for 
the idea of everybody learning to operate a 


W. D. M. |: 
School 
Underwood Elliott 





pewriter, and 
tahl ‘ 
pie typewriters 


Which 


nother 1 


very home. 
inds me ot 
d just ; rood, if 


yngha 


Simmons 
Sales Division 
Fishe f omy 


the 
in beautif 
ll, t beautiful 
they’re legible) shorthand 
is no decrying the use ol 


rtable ts a handy instru 


ment! QOur pet al, constructive suggestiot 
is that they be o that they'll stand steady 
ul ur “punishment” as we write ur 10% 


words a minute 


ead 


FO pet wenden ATE in discussions on office 
equipment is the question of typewriter 
ribbons In this 
terest. In some schools visited by Ye 
the condition of the 
in the typewriter room is such as to bring 
forth comments other than 
commendator Perhaps you've heard them! 
For a worn ribbon will ruin the appearance of 
your work, be your typing of the very best 
When do you use a new 
question which we 
stenographer 


is of | irticular in 
Fditor 
machines 


schools 
ribbons on the 
f the ¢ h , 
; Lii€ CaCiit 


ribbon? is, then, a 


ourselves, the 


whoever uses typewriters. This 


might ask 
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put to a number of key 
nany and varied answers 
according to the dealet 

i wf, were: 


iler than others 


if places and 


e mechanism 


h ive 
< ib ect 


ibbons in_ the 


suggest 


classroon 
hanged about 
veeks if the 
ust 


Gordon 


Advertising Manager for LC 


Laurence Pie is tran 


June, 1930 


was felt that numbers of the employes would 
rtunity to become better ac 
quainted with that language. They have there 
nstituted what is perhaps the first Spanis! 
class in the country office equipme: 
houses At the preset ime 
devoted t 


leon the nm 
wel ne the opp 


fore 
one evenings 
the schoo 
having in regular 
The clas are conducted by Danie 
Herrera, a native of 


lombia and a member 


weer 15 


alrea ly 


purpose, 
twen sons 


tendance 


, 
the export depart 


nt One f the pur 
ae 
school 
a general 
throughout 
nization in Spanish 


seven 


And 


\nd there is 


il section now de 
ted to office equipment 
f many other 


Smith ure an “tal Oi 


& Corona Typewrite rs ] pzig 


in typewriting books and ideas 


f ~ | typewriting awards, among other 


things. It was 
» intellect, the keen insight, and the forward 


not long before we apprec iated 
of Gordon Laurence. 
he has developed an awards 


plan for users of L C Smith ma- 
vuurse, this is but one 
of his contributions to the school field 

Reports h it that he has now 
Advertising 
the whole joint organization otf L C 
lition to his job as Sales Pro 
M narer®r, 


chines kn of c 
been ap- 
Department 
Smith 


ointed head ot tine 


{_orona, in ¢ 1 


motion which will give still further 
t1es 


More power 1 


promotion 


your elbow, and congratula 
thons on your ! S-C can look to an 


efficient administration 
of its advertising and sales promotion activities 


me 


HE Globe-Wernicke Company’s 
with Spanish-speaking countries has been 
climbing upwards the 
company also publishes a large volume of ad 
material and catalogs in Spanish, it 


effective and throughly 


business 


steadily and, because 


vertising 


proud boast that 
has thus 


pre ved 


the great international market p! 
Europe and the world, despite all the chang 
of history, since the Middle Ages T here 
nothing left undone this year to attract visitors 
who were expected to Leipzig in greater 
The Fair fron 


organized for 


visit 
numbers than ever befor¢ 1 long 
experience was completel) trans 
acting business with the leading countries of 
the world. At last } 


were 1,273 non-German 
24 countries; 


pring Fair there 


vear’s 
exhibitors 
even more 


probably 
a 


HE U. S. Department of Comme 
| 


lishes a detailed list of 
appliances, and it is i 


exports ol office 
teresting to learn that 
during the vear 1929 there was an increase of 
11 per cent over the year before, with exports 
totaling $53,754,331 in 1929, as 
$48,469,205 in 1928. Comparing the 
1926, the 


t 


against 
figures 
1929 is 


principal 


increas¢ in 
| 


with those of 
48 per cent. Typewriters sold in the 
markets of the 


went to $22,843,644 
this year, an increase of than a million 
dollars the previous And so the 
progress of office equipment goes on! 


world 
m re 


over vear. 
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Individual Ethics and Character 


From Jones and Bertschi’s “General Business Science’ 
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The Importance of Street Addresses 


By Miss M. W. Kurtz 


Shaw High School, Cleveland, Ohio 


M& BEATTY rushing out of private office : 
“Miss Jones, please take this letter: 
Hammill & Gillespie, New York City. Gentle- 
men, please enter our order for one car of 
Paris White, making shipment immediately, 
following car with tracer. We find we have 
overlooked ordering this material and our stock 
is alarmingly low; unless shipment comes 


through promptly our factory will be closed 
Wire date of shipment. Yours truly.” 


That One Small Error 


Miss Jones, being out of school but a few 
weeks, is very “green” and timid. She writes 
the letter to “Cammill & Gillespie, New York 
City” without a more complete address, as the 
boss did not dictate it to her. 

After eight days the letter is returned with 
notation “returned for more complete address,” 
the result being an exhausted supply of the 
material ordered and a closing of the factory 
for several days, curtailing production and 
throwing eighty men out of work. 

There will always be people who send letters 
without sufficient address. Stenographers should 
remember that in Chicago, New York, and 
Philadelphia everyone does not know every- 
one else. Thousands of letters are delayed 


because street addresses must be looked up in 
a directory. If the mail clerk does not recog 
nize the name, the letter is tossed aside and 
must wait until letters with complete addresses 
are disposed of. This creates a delay of from 
eight to twenty-four hours, possibly more 

The situation has become so intolerable in 
many of the larger post offices that letters in 
sufficiently addressed are returned, meaning a 
delay of several days and a waste of postage. 

Stenographers should be very careful to take 
the firm name and street address from the 
letterhead, and in case they are not given the 
original letter, make it their business to get 
the information from the files 


Don’t Take Chances—Check Up! 


Before placing the mail upon the executive's 
desk for signature, glance over each envelope 
and see that you have made no error; for in 
stance, should you have a letter for Columbus, 
Georgia, assure yourself you have actually 
written Georgia and not Ohio. Likewise with 
Springfield, Ohio, make certain that it is sent 
to Ohio and not to Massachusetts, etc 

Don’t expect the employer to watch for these 
errors, that is what he is paying you for. He 
cannot use his time to check up these matters 
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y 


That First Job 


10b t 


The “breaking in,” 


many stt idents 
the good fellowship of 


classroom to discipline of the busin 


making good—all 
make the first 
But with the 


trom 


office, and the 
working 
job a somewhat unhappy memory 
that 
routine, all this changes, and 
looking bright 


worry oft 
together sometimes 


growing confidence come steady 


things are soon 
the first job 
school we have 


Particularly to the ambitious 
is likely to be discouraging. In 
read ot the vast opportunities there are ahead 
of us, of former students who have gone before 
whom have become executives in 
the world of others 
influential men, with still greater success just 
around the 


us, some of 
business, secretaries to 
corner. We grow impatient to be 
with school; 
when our first job proves to be 
than routine. As 
the days drag by and we take our dictation 
letters, 
wonder if we 


through only to become dis 
e 


cour ged 


nothing more interesting 


and transcribe our with nothing else 


apparent ahead, we have not 
somehow been misled by it all 

c 1S really. no cause for discourage 
There is no 


dictation 


such thing as jumping 
immediate 


There is 


irom the class t an 


success as a first-class secretary 
an apprenticeship to be served in every trade 


or profession The trouble is that we have 
taken the term 
lightly We have got to be a goo 
rapher first, a good routine assistant, 


in hope to be fitted for an executive or 


“secretary” too 


ometuimes 
1 stem g 
before 
we C: 
a truly secretarial position 


A genuine secretarial job, as a 


matter ol! 
rarely a definite position created for 
It is, rather, a development 


secretary to a business man—and 


fact, 1s 
someone to fill 
The true 
not a 
that it is 
ployer will 


stenographer—is so important 
ridiculous to expect that the em- 
offhand accept an applicant, no 
matter how experienced he or she may be 
A secretary is in reality the assistant, the 
the other self of the employer. His 
transcend mere mechanical routine. 
He keeps the check book, sometimes 
the checks; frequently a traveling 
panion, and of familiar 


mere 


alter ego, 
duties 
signs 
he is com 


necessity becomes 


with th 
lite ol 
tor hin 

It is ; urd » expect whet 
marvels yr gets married 
that the employer is gv 


lege 


leaves, 


usiness 


And he 1 ing to adver » in the papers 
either Vhat he i} \ r ( look 
arourm lesser } 
office and weigh their 


to giving one ol 


qualifi 
view them 
the new and 
ye hich has show 
tive, the 
makings, as it were, 
the >» who will 
he 
persistently cropped 
has shown 
to cope 
i of his 
that the mon 


exactly upor 


stenog! 
vacancy 
course, th 
automat 
virtue 
are ma 
has the 

That 

If he expects 
appointment 
for the haphazard 
and snatch them up; 


more, he 
Chese positions 
applicant 

they are 
stenographer himself, or hersel 
nographer in the business office 
secretary The equipment is 
efficient sé 

raph er, a 


both instances. The 
of all a good ster 
native 


until he 


who b I u ot ” his 
grows ition 
for it and must 
for developmer 
today 
efficient may 

That firs b, - ‘ ! ’ 
acquiring 


there is 


neces 


sary apprenticeship, the mean 
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experience and confidence The routine of it 
may be discouraging, but that is a necessary 
part of our development. There’s discourage 
ment in even the most successful occupation 


the way to acquire immunity from discour 


wement is by resisting it early, and making 


1 


bit a ng 


f it a ha ith the routine of life. 
So, when the clock ticks away so slowly, 
and there seems thing ahead of you but a 
daily grind of dictation and transcribing, 


ist remember that vou are in the midst ol 


the process—a potential secretary 


Se 
Off for the London Conference 

















© Wide World Phot 


Thirteen secretaries all in a row, 

Off to London for the great big show, 

With fur coats, silk stockings and expensive shoes, 

Got their pictures in the papers, for in London, that’s news! 


D' RING the Naval Conference which has 
| just closed in London, the newspapers of 
England seemed to consider descriptions and 
photographs of stenographers serving with the 
American delegation of real news interest to 
their readers. Comment was made, quite favor- 
ably, on the dress and deportment of these 
young ladies who represented our profession 
The serious deliberations of the actual con- 
ference were left to the conferees to “get on 
with” until they had arrived at some conclu 
sion. For the moment, the populace was in 
terested in the womanhood of America as 
represented by the stenographic and secretarial 
personnel of the delegation from the United 
States. That they carried on a great work is 
vouched for by all who were connected with the 


Conference, and so it is with salaains that we 
greet Miss Virginia Jones, secretary to Ad 
miral Moffett; Miss Hurley Fisk, State De 
partment, Press Section; Miss Pearl de Maret 
Secretary of State’s office; Miss Dorothy But 
ler, Index Bureau; Miss Mildred Deike, State 
Department Stenographer; Miss Adele Dix, 
Secretary to Mr. Arthur Wilson Page; Miss 
Beatrice Comeau, Stenographic Section; Miss 
Anna Belle Newcomb, Stenographic Section; 
Miss Vernita Bronson, Stenographic Section; 
Miss Esther Schucker, Secretary to Senator 
David Reed; Miss Blanche Rule, State Depart 
ment Mail Section; Miss Adelaide Watson, 
Secretary to Ambassador Morrow; and Miss 
Alice Lucus, State Department Code Section, 
who are shown on board ship about to sail 
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© DEPARTMENT 


Conducted by FLORENCE E. ULRICH 
16 W. 47 St., New York 


on, Te 
<S SS >) 
(Ay 


teat 


= ay 
ee 2. 
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Ze 
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A 
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Results of the O.G. A. Contest 


ontestants “ove! 


he top” 


went 
than 
this 


more SIX 


On“ \: 
. aot 


has there 


thousand strong year 
shorthand 
ial 


nani 


the history of 
been anything to eq 

world-wide 1 
ested in this Contest 


MA. nen 


terest 
It 
greatest shorthand cé 
held 

The Credentials 
under “bombardment” 

15 to March 15, with 
total of sixteen, thousand O. G 
Contest “shot” at u 


during that period. Our mail-carrier wondered 


was by 
yntest 


ma 1 
a 

~ was 

o 


7 
= 
= 


February 
bye ba Gon 


specimens 


S 


Christn got around soon.” Every 


“how 
known method of transporting mail 
the zeppelin 
bringing these tests to us 

to read the experiences of 
them. Naturally, we hope that in 


prize awards we have made 


ias SO 
excepting 
seems to have been employed i 
It was interesting 

many who sent 
making the 
you as happy as 
we have been in reviewing so many beautiful 
The that 
ward the goal of professional 
skill in shorthand writing technique is highly 
and the of teachers 
actively engaged in carrying on this work are 
to be the already 


obtained iffects very 


specimens of notes. progress has 


been made t 


commendable, thousands 


congratulated results 
Their in 


ung 


on 


fluet a large 


rt 
their efforts cannot 
to 


o on 


ce 


unit of v people studying for professional 


the value of 
overestimated Congratulations 
and may the good work 


ervice, and 
be 


one 


each 


' 
o 
“4 


ot you, 


The Cup Winners 


As I take again the beautiful club of 
specimens from Proviso Township High School 
of Maywood, Illinois, which won first place 
and the School Cup this year, I am reminded 
of a thought expressed by Mr 
long ago. 

“Do not When stop 
dreaming, you stop living. I have dreamed all 
my life, and all my life I have worked to make 


up 


Gregg not so 


stop dreaming you 


area 

‘ 
there! 
the 


trom 


in 


hat 
wanted 
proving 

erate 
standar 
without effort t 


cters at eral styl 


nsible for tl 


vel 


respo we excep 


untiormiuty in tormation 
ize Sianit, 
ut it at the top of the | 


vet 


the club, and ist, 


mace i! 


witl 
a score < f 93 the highest score 
F our shorthand contests 
102 specimer ubmitted, writ 

the Member 
won the gold pin for st 


o Township Hig 


any There were 


Ss s 


hav ine 


s 


previously ship Certificate 


87 writing 
the dis 

silver 

to the 
ing, Miss 
and Miss 
cash prize ol 


teach 


iperior 


h 


ability has 
tinction, 

trophy for 

teachers, Mrs. 

Dora Mitchell, Seaver, 
Mary Sigworth, rd the 
$100. ¢ brilliant 


ing periorn 


Second Pla f 


winners r 1930 have 
for first pl: 
this year 
Paul 
Minnesota, 


always 


The second-prize 
twice held tl 
fine 


x 


id made 
with a score 
High School, 
Miss Mari 
be depended 
upon to work. Miss 
Mahaffy, a professional shorthand penman 
herself, knows how to impart her skill to her 
pupils, as evidenced by the excellent showings 
these Thirty-seven speci 

submitted this time, all qualifying 


e Cup ace, al 
a very showing 
f 81.5 

South St 


Mahaffy, 


Paul, 


ne; can 


ol 


te 


submit 


Al 


highly creditable 


made in contests. 


mens were 


and proportion that characterized 





better writers in our 
t f our efforts on 
Mahaffy the good work, and 
pliments by awarding the 


club from 
Sa huse tts, 
club re 


rk. Size 


papers 
submitted 8&8 


ming the gold 


Beach the 
Special study and analysis individual 
outlines during the last few weeks of contest ; ng rve roy tion i ng of strokes, 
practice, with a view to correcting such faults 
P , our mm awarded the 
uilure to lift pen promptly at the end of ld =. ened ontest paved 

7 

evidenced by the success of Mrs. 


' 
1 
I 


of the time, is what wins con- 1e y for nd | t on my enthusiastic 
rance 

ns 
and other teachers at Proviso 


ggite 


mplish 


_ sth 
Other Banner Winners = 


Gregg 


Next 1 rder of the other five banner The st } tt ery hard to distix 
winners regg Shorthand School if themselves in tl ntest + have made 


Dientsin, v1 a se of 73.9 The 


submitte 


nfest, and r spirits have peated 
| 
ecimen 
certificates, ; l winning 
Mi Norma a skillful 
Medal 


% 

r 

c 

¥ 

é 
a 
{ 
i= 
- 
4 


S as 
a Ea 


(good f 


pleasure ind 0 recognize the worl 
awarding ; rize Banner to the school, ; 

Gold Medal lavalliere to Mrs. Norn Do Santurcs orto Rico, we must 2g 
\nother Prize School banner goes t to present the | | Banner to Central 
reign port—to Samsen, Bangkok, Siam, from High School Th icher, Mrs. Juamta M 
nzaga and Brother Gregorio, Monteserin, submi a club of 27 qualitying 
submitted 20 Contest specimens, 15 of which won the gold pin, mak 
ge, and 15 winning th ing a score of 67.6 and giving the school 


eave the school a score of 72.5 eighth place in the Contest 
the Contest. The banner for 
gold medals to each of the Quality Higher Each Year 
y gone forward with our 
It is interesting 1ote how close the scores 
lia, we award the next run, and what chang a few more individual 


nalpais High School, of Sausalito specimens of special merit would make. The 


M. Taylor submitted a nice club more students that can be trained to the degree 
all qualifying, and 9 receiving the f skill required for winning the gold pins, th 
gold pin. This gave the school a score of 68.3, better chance a club has of winning a high 
and sixth place. Mrs. Taylor rote “We place in the contest. All of these Banner clubs 
have been dreaming success, at suc represent uniformly good work—above th 


cess, and working, and have made ourselves average in fluency and formation—and a high 
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degree of technical skill in writing is required 
on a larger number of individual papers each 
succeeding year in order to win 
ichers who are skillful penmen themselves 
how necessary it is to study individual 
tically with a view to ferreting out 
crasies, O 
a few more I puy 
outlines for analyz- The third pen was 
ing shorthand pen awarded to M 
manship, and we T. D. McCracken, of 
ll be glad to send the opi 1 giield 
to any teachers Draughon Business 
the outlines University, Sprit 
field, Mi 
Gold Seal Certifi- submitted a f 
cate and Pen club of 75 
Winners of wh 
The next group of se 
schools won the Gold ' ! pin re 
Seal Certificate “with : : school 
honors,’’ and_ the 663 
teachers were pre 
sented with the spe- 
cial award of a 
Fountain Pen with 
the O. G. A. insignia 
on the cap First 
among these, as you 
will see from the 
Awards list, is our 
friend Mrs 
Peterson, of THE SCRIBBLERS OUTLOOK 
ations 
lj Minne ‘ fith on @ end on J ond a @ 











Fe becia each coty with on ve 
Mrs. Peterson = 

whim , 95 alif 

submitted <z. quality Sete us tete for success for eer 


he writ gles the dreii end 


The Melliockrodt Scr 


Wilmette, /llinois 


tendency to “wobble.” on som 
| ore students 


papers this club. prevented 


I 
rom winning the pin and the club from making 


an even better score. Concentration on bolder 
firmer strokes will help Mrs. Peterson to better 
her position in the contest next year. An expert 
writer herself, she has demonstrated time and 
time again her ability to train students to write 
beautiful shorthand. The work this year is 
highly commendable, as usual, and gives us 
pleasure to recognize it ! 

Miss Bessie A. Green, teacher in the Mar- 
seilles High School, Marseilles, Illinois iS 
winner of the second pet Miss Greer 
mitted 37 qualifying papers, 18 of whicl 
the gold pin, making 
class is larger this 
“but I believe they did 
year’s. I had not intend 
test, because I experienc i 
in getting the students to practise enough 


nothing was said about it until the students 
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Pass * 
School Contest 
Prize Winners 


























irst Place— Cup Winner 
Proviso High School, Maywood , //lineis, 
Florence £. Golding , Dera Mitchell, 
JSessie Seaver , Mary Sigworth ~ instructors 
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: . a 
Second Place oe. 
South St.Paul High School, South St.Paul, Minn. = 
Marie Mahaffy - instructor 
—) . < 























Orton £. Beath - instructor 


a 

















Third Place 
Lowell High School, Lowell, Mass. y 


\ 
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School Contest 
Prize Winners 

















Fourth Place 
Grace E. Norman - instructor 
Gregg Shorthand School, 

Tientsin, North China 














_)\_—_— 


Sixth Place 
Tamalpais High School, 
Sausalito, Calif. 
£mma M Tay/or - instructor 




















44444444 


VN PRIZE SCHOOL 
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Seventh, ar. e 
Saint Louis Acaderry, 
Lowe", Mass. 
\ Svsfer Agnes Ou Sauveur 
\ snstriac tor 





44444 4444444444 4404444 




















JSuwenita -. Mouteserin -instructor 








Eighth Place 
Central High School, Santurce, Porto Rico, . 
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= YS 
‘Individual Contest 
Prize Wimers ! 


4444444444444 440444404444 


First Prize 
_Sitver Lwov ng up 
Doro thy Dun 


Saginaw a 











Second Prize 
LZmma A Melka, 


Crceero, /l/. 














Sixth Prize 


c 
Dorothy Swhr; 
Evanston, fil 





Third Prize 
A egiriald Watson, 
Wraysbhury, 
Stames : 
Erglarn 


























tee 





Eighth Prize 
Edith Turner, 


Fourth Prize Burlingame , Calif, 


Virgirria Stocker, Seventh Prize y 





























Detroit, Mich. La Vera vas/, 
Fort Wayne ,/nd. 


_ a 
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Schermerhorn’s teaching ability without any Back to Detr 
further comment from us Sister Mary 
Skimin, of Northern High School, Detroit 


Michigan, who submitted a nice club of 25 


The sixth pen was won by Miss Eleanor cial High Sct 


qualifying papers, 12 of which merited the 
gold pin. This gave the school the score of 65 
Miss Skimin tells us that, with the exception 
f this one group, her students are all beginners 
in all in these beg 
her remarkable to 
are making wi 
Il delighted 


results 


nedict, of 
club of 2! 60.9, mar 


the pin, mad 6 of 


lane 


he teacher 
erce, Miss 
liss Cynthia R 
\. Fountain P 
itton College, of Balti 
of rating, with a score 
‘ 


of 21 qualifying papers, te: 


1 the gold pin. To the teachers, 


Elsie ( 
mailed 
n by the 
, of Normal 
Che teacher, 
ne large club 


meriting tl 


rti 
t 


ertif 


I 


this time to 
Mr 

lif ing 
giving the 


ng it twelfth 
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it—those of you who are still dreaming of suc- 
cess in winning first place—as a model for your 
Specimen appears on page 470.) 
a Gold Medal lavalliere—was 
iwarded to Miss Emma A. Melka, of Cicero, 
Illinois Miss Melka fluent 
style and has good possibilities for becoming 
There are a few minor 
inaccuracies, such as the tendency to start / with 
a hook sometimes, but this may be due to the 
swinging style used. I wish there 


own practice. ( 
col d prize 
writes a small, 


a high speed writer 


were room 


to reproduce all the Individual prize papers! 
Mr. |] 


te 
Staines. England, 


ginald Watson, of Wraysbury, 
wins the third prize, the 
He writes 


» ; 
I roportior 


Silver Medal charm 
a beautiful 
is not always maintained, ho 


style 


ever, and, while it is by 


means characteristic of 
style, there were enough count 
against the paper on this score 
from first or 
The writing on 
the whole is good, and we are 
happy to award third place to 
Mr. Watson. 

Miss Virginia Stocker, of 
Detroit, Michigan, is fourth 
with a fine specimen of prac 
tical writing which wins the 
Pear! O. G. A. Pin. Miss 
Stocker writes a very good 
but does not 
the circles, or, 
does, tends to write 
the line instead of 
and stopping at the 
consonant stroke. This and a 
few other minor errors, such 
is the 
roal, lack of proportion in 
and failure to get away quickly at the end of 


character 


to eliminate it 
second place 


practical style, 


always close 
when she 
through 


starting 


~~ 


retracing of the hook in 
some of the outlines, 


exaggerated 


were individual faults that counted 
against the specimen. A careful analysis of 
her own writing will enable Miss Stocker to 
eliminate these faults and write a more nearly 
perfect copy the next time. More power to 
you, Miss Stocker! 

Fifth prize—the Emerald Pin—was won by 
Miss Kathryn aynal f Cali, 
South Ameri State of Washing 
ton. Miss Haynal writes a small uniform hand 
but she has the tendency 
occasionally. With the 
It, Miss Haynal’s work 
so we hope that 
seriously and im 


Colombia, 


with exceptional skill, 
to “hoop” the curves 
elimination of this fat 
would probably rate higher, 
she will take our suggestion 
contest 
Pen and Pencil 
a student submitting her notes in 
a school club—Miss Dorothy Suhr, of Evans 
ton High School, Evanston, Illinois, under 
the instruction of Miss Bybuth. It is quite 


prove in the next 
The 


awarded t 


sixth-prize Set was 


Elkhorn, 
High School 


1930 


June 


student still in school to acquire 
al skill Miss Suhr 
has, and we congratulate her 

Miss La Vera Vail, of Fort Wayne, Indiana, 

wins the Fountain Pen awarded for seventh 

place. Miss Vail writes a light and fluent 

style, but needs to perfect the circle vowel 

joinings so that she can write them correctly 

all of the time. There is a knack to turning the 

circles, as explained in our penmanship series, 
and a proper study of it will insure success. 

The. Gregg Pencil for eighth place was won 

by another student, Miss Edith Turner, of 

Burlingame High School, Burlingame, Cali 

fornia, under the instruction of 

Mr. Guy George. Miss Turner 

show high degree of skill in 

writing shorthand, and we 

ne can become one of the 

h writers of the 

interested in 

style al 


unusual for a 
the high degree ot executior 


sys 
she is 
the 
1ined 
mngratulate each one 


proud and happy win 


good 


f these prizes, and want 
you that 


1 


it gave us a 
of pleasure to re 
notes and recognize 
attained 
received 

exceeded that of any 
1s year by more than 30 


you have 


of tests 


nt. It has been a glori 
experience, and we hope 


work 


your 


el joyed 
h as we enjoyed 


as mu 


Wisconsin our work with vou 
did cooperatior 


us to give y 


The splen 
you have given 
all through the year helped u good 
We appreciate it, and voice onr thanks 


and well 


service 
s we extend best wishes { happ 
is we extend best wish a happy 


earned vacation 


Illustrative Designs 


most beautiful cover design received 
in t 1 by Margaret ] 
Esslinger and accompanied the club of O. G. A 
specimens from the Powell Scho 
Scranton, Pennsylvania. We wis 
might show it to you, but the col 
reproduce. It is an artistic piece of work, done 
with a degree of skill that is highly commen 
dable. We are re} lu ther designs that 
were made with pen and ink, though not by) 
St. Charles, 
illustrated 
Catholic 
We wish 


HE 


1s Contest was execut 


1 of Business, 
that 
rs will not 


we 


iny means all that were received. 
Steelton, and Webster Highs 
budgets again this vear: Waterbury 
High, Lancaster, and many others 
there were space to use them all! 


<7) 
sen 
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Results of the Annual O.G. A. Contest—19320 


Individual Prize Winners 


mst Paz Cie ' » f —_ n. Ses 

Sreconp Prizs rol fedal a “hain Emma A. Melka 
Turrp Prizes iver Me Charm Reginald Watson, Wray 

Fourtn Prize—Pearl O. G. A. Pin: Virginia 

Firtn Paize—Emerald O. G. A. P kK 

ré Writer Fountain 
Prize regg Writer O. G. A 
Prize re Writer Stenograpl 


School Prize Winners 
Silver O. G. A. Trophy First Prize—4100 to Teachers 


rence E. G 


submitted, 87 


Banner Winners 


1 Prize S 


Beac! 


7 


Five Prizes (old Medals toa 7 wcher 


Nort 1. Grace | N 
Winners Score 
Brother Louis G 
imens submitted, 15 Gold Pin Winners 
Sausalito, California, Emma M. Taylor, tea 
9 Gold Pin Winners. Score, 68.3 
Massachusetts, Sister Agnes du Sa 
ibmitted, 16 Gold Pin Winners. Score 
¢. Porto Rico, Tuanita M. Monteserir 
: - 


15 Gold Pin Winners Score, ¢ 


Honorable Mention Schools 


Gold Seal Certificate Winners 


1 High School, Detroit Schmale, Carrie Cults 
am, Eleanor Skimin Irma Tapp, Lilian } 
25 specimens sul R te rs ] 

12 Gold Pi Wir : ted 0G 


f Commerce 
w York, Ma 


and Cy 


les High School, M 
lles Illinois, Bessie 
Green, teacher. 37 speci 

ibmitted 18 Gold 

Winners Secor 

Draughon B 
Springt 


{ Devereaux 
66.3 nd Elsie C. Dentry, teact 
ona Catholic High § 21 specimens sub 
Altoona, Pennsylvani mitted, 18 Gold Pin Wir ginaw Hig? 
Sister Mary Ann, C. 8. A ners. Score, 64.4 naw, Michigan 
eacher. 25 specimens su Illinois State Norn M. O'Brier 
tted, 13 Gold Pin W versity, Normal, I specimens su 
ners. Score, 66.2 Alta J. Day, teache 
uttle Creek High School specimens submitt 26 it. Peter’s Commer 
Battle Creek, Michigan Gold Pin Winners Sec School. Newark. New 
Sylvia Schermerhorn, teact 64.3 sey, Sister M. At 
er 49 specimens sub Fullerton Union Hig Re | teacher 16 spe er 3 
itted. 20 Geld Pin Win and Junior College mitted, 6 Gold Pin W! Grot 
ners Score, 65.2 ton, California, Fred Score, 60.9 Boette! 


Gold Pin Winn 
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St. Charlies High School 
St. Charles, Minnesota 
Ethel E. Johnsor teacher 
Pearl River Hig School 
Pearl Rive N.Y Mildre 
Scribner Stepher sacher 


Dieg 


Fu 
Smith, C. B. Rea 
Waterbury Catholl« 
Water 
Sister 
Denis, teacher 
Mauston Hi;s 
st 


Mis! 
M 


r Jam 
ther Pau 
ers 
Susiness College 
ym, Virginia, Ray 
Bishop, teacher 
Grants Pass High School 
Grants Pass, Oregon, Heler 
Schepman, teacher 
Mount St. Vincent Academy 
Halifax, Nova Scotia, Sister 
M. Assisium, teacher 
Little Flower School, Spokane 
Washington, Sister Mary 
St. Clementine, teacher 
Linton-Stockton High Schoc 
Linton, Indiana, Mary 
Edith Klink, teacher 
State Teachers College 
Fredericksburg, Virginia 
Frances W Pogue, teacher 
Okmulgee High School 
Okmulgee, Oklahoma, Mis 
M. Olenbush, teacher 
Huntley High School, Hunt 
Illinois, Hannah Martin 
teacher 
Crosby-Ironton High Schoo! 
Crosby, Minnesota, Iva 
Loy, teacher 
Marysville High Schoo! 
Marysville, Kansas, Ir 
Creager, teaci 
Hempstead High School 
Hempstead, New Yori 
M. Louise Ketchum, tea 
The Mallinckrodt, Wiln 
Illinois, Sister Eleonors 
teacher 
Joseph Kohn High School of 
Commerce, New Orleans 
Louisiana, Esther Harzen, 
teacher 
Francis de Sales School 
St. Paul, Minnesota, Sister 
M. Ambrose, teacher 
nt of the Good Shepherd, 
Omaha, Nebraska, Sister 
M. of St. Domitilla, teacher 
Dunmore High School, Dun 
more Pennsylvania, Sallie 
Regan, teacher 
Cambridge High School 
Cambridge, Maryland 
Hilda E. Harwood, teacher 
Emerson School, Gary, In 
fiana, Hazel H. Reynolds 
teacher 
Powell County High School 
Deer Lodge, Montana, Vera 
Habenicht and Jessica 
Stevenson, teachers 
Lancaster High School, Lan 
easter, Missouri, Elsie 
Deutschmann, teacher 
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Ely Memorial High School Evanston Township Hig! igh School of Commerce 
Ely. Minnesota, Clara School, Evanston, Illinol etroit, Michigan, Maxwell 
Melver, teacher Miss M. Bybuth, teacher unroe, teacher 

Central High School, Port Seaver Dam High School 
Townsend, Washington teaver Dam, Wisconsin 
Emma Baker Prine! rma Barkhausen, teacher 
teacher ssumption College, Bangkok 

J. Sterling Morton Hig? iam, Brother John Bere 

Clinton Kelly High School of School, Cicero, Ilinots _ man, teacher 
Commerce, Portland, Ore- Jane V. Deal and Erma e Powell Scher I of B isiness 
gon, F. N. Haroun, teacher Fitch, teachers rranton, Pa., Alice T 

nd Margaret W 

hers 


South Milwaukee High 
School, South Milwaukee 
Wisconsin, Myra Fielding 
teacher 


Thornton Academy, Saco Deming High School, Deming 
Maine, Melba E. Ramsdell New Mexico, Grace E 
teacher Richardson, teacher 

Coldwater High School, ¢ 
water, Michigan, Carrie 
Kempster, teacher 


Ibuquerque High School 
Albuquerque, New Mexico 


Lillian M. Kieke and Jean ieunet, Gemeneh Grasses 
Marsh, teachers . , 
School, Newark, New Jer 
Macon High School, Macon Sister Ruth Dolores 
Missouri, Berti E. Rose Sister Mar Alacoq 


Red Seal Certificate Winners 


Teachers Awarded Gold and Enamel Pin 











Commerce Sask 
Saskatchewan, Can 
Velda Koeber, teacher 
Rose of Lima Selx 
York, Pennsylvania 
M. Pastorelle, te 
, 1 


tea er 

Howard High School, West 
Bridgewater, Massachusett 
Frieda E. Turschmann 
teacher 

Thomas Jefferson High Schw 
Council Bluffs, lowa, N. B 
Curtis and Mary MecLaug 
lin, teachers 

Rosenthal School of Commerce 
Columbia, Missouri, Mr 


‘ E. E. Baldwin, tea 
Dunmore, Pennsylvania aneiiien Petes ' 


High School Whittier, California 
R. MeKeen, teacher 
Merrill Commercial! Colleg 
Merrill, Wisconsin, Mrs 
C. F. Noble, teacher 
I High School, Tacoma 
W ington, E. W. Hiltor 
t er 
High Scho 
Massact 


Academia Gregg," Chi- Hastings High School, Ha 
huahua, Chihuahua, Mexico, ings, Nebras&a, Glad) 
Maria Loya C, teacher Hart, teacher 

Western High School, Detroit, St. Thomas School, Wi! 
Michigan, Dora H. Pitts, ton, Delaware, Sister M 
teacher Encratis, teacher 

St. Margaret's School, Dor Notre Dame Acade my 
chester, Mass., Sister M lottetown, P. E 7 
Alexina, teacher St. Agnes —— te H 

Winfield High School, Win a Hy FB —, 
ng i 4 Massachusetts, Sister M 
: r Patrick, teacher 

Goldey College, Wilmington Argentine High School, Ka 
Delaware, Elisabeth M sas City, Kansas, G. ( 
Dickey, teacher Brink. teacher 

American Business College, Warren High School, War: . : ‘ 
Minneapolis, Minnesota, Pennsylvania, Ruth A mies unsel Acad 
Amanda L. Holland, teacher Tillotson, teacher : Milanes ta 

Frederick High School, Fred Jehuston City Township Hig Cotesepetia, teacher 
erick, Maryland, Helen School, Johnston City West Philadelphia Catholi 
Anderson, teacher Illinois, Mildred Clark cm = = a Sua 

Tourtellotte Memorial High teacher + ng Beye ey a 
School, North Grosvenor- Senior High School, Long oom ~~ r~ 7 — 
dale, Connecticut, Sybil R Prairie, Minnesota, Mary renee magpie — 
Gilman, teacher Z. Fitzgerald, teacher Continued on page 484 


} 
n 


Minr 
Krueg 
High Schoo 
igan, Helene 


teacher 














SHORTHAND 


The purpose of the O. G. A. is to en 
rage the elopment of skillful short 
writing Mer hip is granted t 
NY note how artistic merit 
How to become a Member: Practise 
e test article until y a re two conpi 
rk. Ma 


artmen 


met 


rd, a member 


Otherwise 


th sugges 
u omay try 
tes must he 
: | portion 

tree in movement 
Certificate of Superior Merit 


whose note are 


M 
- Certine 
| } } 
rcular about this 
ecure it will be sent 


71 
ate 


Examination Fees: An examination 
‘ ts must accompany each 
bmitted for membership, fifty 
I m tor Certificates of 


TYPEWRITING 


The O. A. T. is the professional organ- 
izatior ft rtists in typewriting. It is 
open te ll wt juality superior cratfts- 


n 


Junior Membership: Membership in 
e lu r i n is open to anyone who 


+} 
t gt writing m a school or by 
mself w e¢ to pass the Juni r test 
Senior Membership: Membership in 
Senior ' open to all typists 
} ool or not who have 
least forty words a 

" copying. Senior 

ied by a signe 


lidate has attained 


he tests for both O.G.A. and 

rship appear in this depart 

Tests may be practised 

but only one specimer 

part of the O.A.71 

uld be typed on a 

separ t A test is good only until 

the 25 onth llowing publi- 
cation. 

Fees: An examination fee of ten cents 

must accompany each membership test. 























The followin 
old Whitehead's 
be good for th 
cate test until aft 
test has appearcd 
already won your Ce 


Ww yor this Simic? 


Suild the toundation of your « 
oughly and to a well-conceived plat 
success is assured if you continue buildin 
that foundation 

So many people have ill-planned founda 
tions attered here ind there, but none 
them are solid enough to sustain the weig! 
of permanent buildings 

What makes a good foundation for a busi 
ness success? Knowledge, stability, go 
nature, honesty, vision, foresight, enthusiasn 
patience, teamwork, determination, 
health, common sens« 

And the set of tools \ h builds tl 
foundation is Hard Work 

Choosing a job is a problem that 
worker has to tace 

Some dodge the whole issue by letting some 
job choose them. They take the first thi 
that happens along he result is they work 
merely for so many (or more generally 
few) dollars a week 


GG. 4... 7. 


Junior Test 


The tvj 
the O. G | 
tire summer—ufp t 
fact. Make some fine spe 
submission tf you have not 


membership in the Order 


tic Typists 


Some people drift and, like Micawber 
“David Copperfield,” are constantly “looking 
for something to turn up The successful 
person is the one who either had or made a 
chance. Remember that misfortune does over 
take even the most careful people. Educatior 
however, gives us considerable control oil 
chance. We hear much today about getting 
a job in a hit-and-miss fashion, about taking 
the first position offered, about the calamiutic 
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of fate, about getting into the wrong occupa- 
tion, about not knowing how to get into the 
proper occupation, or about the good or ill 
fortune of ignorance, and about profiting from 
our mistakes 

Of course, people do sometimes fail because 
of unfavorable mishaps like the bankruptcy 
of their employer, some physical breakdown, 
or for other reasons beyond their control. On 
the other hand, many succeed because of a 
favorable succession of circumstances. But 
when a person really finds himself, decides 
upon his life work, and lays his plans for it, 
we can say that he made his chance. If you 
were born with a strong body, a good brain, 
and will power, you are fortunate. If you do 
not have all of these things, then you have 
a little more to overcome and must work a 
little harder. Education enables us to steer 
our lives into the more favorable situations 
Our schools and other institutions of learning 
are helping us to make more chances for our- 
selves and to fewer risks. Education 
enables us to accurate decisions 
and to avoid the pitfalls of poar judgments 
—Having, or Taking, or Making a Chance, 
from Jones and Bertschi’s “Gencral Business 
Scien 4 


take 


1 
Make more 


Senior Test 


Here is interesting 

which is taken from a four-page 

ircular sent out by a bank. See 
how effectively in type it. 


copy 


some 


Page 1: Human Values—Thin Men One 
Dollar Fat Men One Dollar and a Quarter 
A journey over the road to independence 
Page 2: The Physical—versus—(this last 
word appea the original circular in the 
enter of the sheet, connecting the headings 
for pages 2 and 3) The Mental. An average 
man, rich or poor, contains enough fat for 
eight bars of soap, enough iron to make one 
small nail, enough sugar for one cup of coffee, 


Ss on 
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enough phosphorous to cover two thousand 
match heads, one dose of magnesia, enough 
potassium for one toy cannon shot, lime enough 
to whitewash a chicken coop, and sulphur 
enough to rid a medium-sized dog of fleas 
One Dollar would be a fair price for the lot 
A fat man would run a little higher—and prob 
ably would bring a Dollar and a Quarter. The 
point is that physically we are all worth about 
the same. The difference in individuals lies 
in their capacity to think (make this a “catch 
line” at bottom of page Page 3: Some of us 
use our brains and get ahead; others do not, 
and remain stationary. Still, all of us must 
face the fact that we are growing older every 
§Horseshoes and four-leaf clovers never 
bring luck to anybody. Luck comes only to 
those who deserve it—to those who use their 
brains. So many people are always “going to” 
keep their money “sometime They n 
well, but often before “sometime” comes ag 
has reduced their earning p and mad 
progress difficult if not impossible. The years 
vo swiftly by, and all too quickly there comes 
1 time when they ist lay down their work 
Then what? The answer is: an appeal for 
support, or a competence in the Bank Which 
shall it be? You have : ain and the time to 
use it is now (ca Page 4: Name of 
a bank, address, officers, date (supply these 
yourself). Anyone who starts to have money 
that he has commenced to travel on 
towards the city of independence 
GThrift means freedom from financial worries 
and cares. §Comfort and happiness. {Tem 
perate enjoyment of all things. {Good citizen 
ship. {The foundation of your future inde 
pendence can be laid today by placing a few 
dollars in the bank. {In these days it behooves 
one to prepare for the “rainy day” which 
sooner or later is bound to come. {You have 
good judgment; better exercise it. Cordially 
yours, (name of bank, and signature of the 
president and secretary). Please consider this 
a personal invitation to come in and see us 
(catch line for the end of this last page) 


day. 


ywwer 


realizes 
the road 


oe ad 


Summer T. T. Service 


B* AUSE of the need for T. T. service 
expressed by teachers in business col 
leges and schools conducting teacher-training 
Transcription Tests at 60, 
80, and 100 words a minute will be published 
during July and August this year, and eac! 
year hereafter. This will give schools offering 
summer s¢ opportunity to present the 
certificate activit and secure certificates and 
While the general mailing of tests 
concludes with the June copy, 
Junior test material will be mailed during July 
and August to all the private schools on our 
stencil lists, and to as many other schools con- 
ducting summer sessions as request these tests. 


courses, the Juni 


sions al 


awards 
for this year 


material for the Medals will b 
tests will be ready the 
then and 
Since only one 


rhe test 
issued in August. The 
last week in July, and 
during the month of August. 
set of Medal tests will be available, however, 
we suggest that teachers postpone holding this 
test until] August, in order to give the students 
ice as possible. The 
mailed until No 
test will be mailed 
October first. Positively no other T. T. service 
can be had during the summer. With the ex 
ception of the bronze Medal test, a special com- 
mittee must be organized to conduct the Medal 
tests, as explained in the Credentials Booklet 


available 


ly t 


as much time for practice 
Medal test will 
The next Junior 


} 
nO. De 


next 
vember 
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Final List of Club Prizes Awards 


Y Margaret Traut? Blanche Fri 
QO. G. 4 { ° Heart Scho« , ] Hig! Se 
Kentucky Connecti 
Awards Irene White r rine Marguerite 
, l 2 School lifton ri N : hittier, Calif 
TVe Saskatoor s Fern Shaf iblie & ( Owens High 
: Burwell ebras : Arizona 
is 


Sloar { 


H 
ng o <hool r, Califor 
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Illinois 

Evelyn Johnson, High § 
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J. Elmo Williams, Kitt 
High School, Kitta: 
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rson, Senier H 


Dauphin, Towns 
Sehoc Savanr 


Schoc Long Prairie, M 
nesota 
1 Brown, High 5S 
Gloucester, Massac 
Brammeter Ame 
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polis, Minnesota 
Bernice Kolderman, Cre 
High School, Grand Rar 
Michigan 
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School, Dore 
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New York 
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Flower School, Spok 
Washington 

Lb hy Gansewltz Lat 
High School, Milwauk 
Wisconsin 

rta Allen, Brookfield Hi 
wl, Brookfield, Miss 


Bronze Pin 


Mabry, High § 
nt, Texas 
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s, High Scho 
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Shanna Broeder, Fremont School, Milwaukee, Wis Union Hig 
Union High School, Sunny consia California ; 
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Brown, Senior Hig Hig School, Sioux F thal & . f mime t . Jun 
Niles, Michigar South Dakota Colu M ' t 
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LINES TO THE KEYBOARD 
BEGINNING 
Today our hands move cautiously and know 
Letters that mark the filling of the sheet 
And all our thoughts come carefully and siow, 
Our every letter measured as we go; 
Each gesture guarded that no chance 
And sudden miss should mar advance, 
A perfect paper, errorless, to show— 
Has not the typing teacher told us so? 


MID-TERM 


Oh, we have come to know and love 
The thumb that never fails to space, 

And speeding fingers swift and surely move 
The flying keys that aid us in the race. 

Not once the eye from printed copy skips, 
And happiness is writ within our eyes; 

A little smile is flickering ‘round our lips, 
Reflected glory of our enterprise. 


GRADUATION DAY 


Oh, Typewriter, whose singing keys anon 
Are music to my yearning ears, 
My trembling hand and wavering eye are gone, 
And gone are all my doubts and fears. 
Oh, mighty master of the printed sheet, 
Of many virtues and with vices few, 
I gaze on you, submissive at my feet, 
And proud am I that I have conquered you! 
—IRVING BROOKS, 
Clerical Class, Coast Artillery School, 
Fort Monroe, Virginia 
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Clothes Consciousness and Office 
Efficiency 


By Fred E. Kunkel 


Washington. D. C. 
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Right Dress Stimulates Self-Confidence 


and Success 


The tin 


dressit 


estimation other 
people wi hon is associated 


Anythi th increas selt respect and 
confidence th ndividual necessarily in 
creases his nsciousness of being 
well groomed giv us a feeling of inward 
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flashy”—tar from it—but “smart” in its true 
artorial significance) make one feel smart. 
Though we may all be conscious of the 
advantages of a refreshing bath, clean linen, and 
neatly pressed clothes, we do not always take 
the trouble to avail ourselves of them. This 
lazy tendency often reflects against our own 
personality and ability to climb the ladder 
of success The individual who is clean 
shaven and thoroughly groomed has a bette 
chance to make good than his careles r lazy 
colleague who neglects to shave and seldom 
has his clothes pressed 
We all know that soap and water and clea 
lothes make us feel like new beings. Our 
bearing is more dignified, fresher, more 
wholesome We feel a certain sense of mas 
tery which we cannot feel when we are co 
scious that there is something wrong with us 
Social contacts in the office are daily, frequent 
and perso al: each contact measures our worth 
for promotion \ conscious appli 
the ideas here outlined will not only 
our mental faculties (adhering 
to the ideal rather than following th: 
of least resistence), but may frequently 
lp us from falling into a rut of carelessness 
and indifference. We owe it to ourselves as 
well as to our fellows to look our best and 


to be at our best! 


Ve 


Advice to Young Men in 
Applying for a Job 
By an Executive's Secretary 


B' groomed. It is not necessary to 
expensively dressed, but remember tl 


firm likes to be represented by men who tak« 


pride in their personal appearance 

Be courteous without seeming obsequious 

deferential without being a “yes-man.” 

When the interview is terminated, make 
your exit with good grace, even though you 
have not secured the position. Show that you 
can be a “good loser,” for this is a desirable 
attribute in dealing with customers Even 
though there is nothing for you at present, if 
vou have made a favorable impression you will 
be kept in mind for a future position. So walk 
out jauntily, but without swaggering 


DON’TS 
sit down without being invited to 


> Don't smoke without being invited to 


do SU 
3. Don't interrupt the executive when he is 
speaking. You may think that you are im 


pressing him with enthusiasm and punch, but 
he is merely classifying you as a rude fellow 

4. Don’t disparage former employers. 

5. Don’t drag the interview out after he has 
indicated dismissal 

6. Don’t walk out in a discouraged manner 
Show that you have confidence in yourself, 
and feel that not being hired is not due 
to any lack in 


ad 


I Want A Job 


From “Demonstration 


“I want a job,” the Steno said, 

As she smiled and tossed her marcelled head; 
“I want a place where the work is light, 
The hours short, and the salary right; 

1 want a desk and a swivel chair, 

\ place by the window with plenty of air, 
\ boy to run errands and answer the ‘phone, 
And a private office all of my own.” 


rhe Employment Lady shook her head— 


“ll do my best for you,” she said. 


“I want a Steno,” the Big Boss said. 

“I want a girl who can use her head, 

Who can answer my letters in wonderful 

style— 

\ dainty miss with a heavenly smile. 

She must be clever and quick to learn 

\nd wear good clothes and have style to burn ; 
She mustn't loaf and she mustn't shirk, 

\nd I'll pay her ten if she does good work.” 


rhe Employment Lady shook her head— 


“I'll do my best for you,” she said. 


\nd so she spent long hours of toil 

And often burned the midnight oil 

\s she tried to find a job to please 

rhe Steno who wanted good pay and ease, 
And to find a girl with brains plus looks 
lo work for ten on the Boss's books; 

But the Boss didn't like the girls she sent, 
And the Steno grumbled wherever she went. 


L’ENVOI 


The Employment Lady still shakes her head 
In the “Hopeless Ward” with the living dead 


BESS L. DAILEY, 
Denver Employment Office 
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“As Their Creator Made Them” 
By James H. Collins 
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The Index to this volume of the Cregg Writer will be 
July 1. Copies will be sent free to any readers requesting 
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You didn’t know sten 
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posed to be psychologists? Well, 


expected ¢ em, Dut liste 


things you can study, and t 


stand about other human beings the 


you will have getting along wit! 


folks. Study your Boss, lear: 


dislikes in so far as possible, find ot 


details of the day’s work whicl 


displease him. Is he excitable o 


opinionated 
what he eans when dictating ? 
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Cheerfulness 


which is so very valuable that 


employment agency made a survey 
qualities which were most demanded 
customers, they found Cheerfulness at 
top of the list! Possibly it should hi 


at the other end of our list of “t 


be that as it may, we know everyone likes the 
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shorthand work because it seems to flow most 
freely and is easily read by day or by artificial 


light. Fill your fountain pen each morning, 
whether or not it needs ink. Submerge the 
point in the ink and work the feed lever briskly 
a half-dozen or more times—this cleans the pen 
and makes it write instantly, besides assuring 
you an adequate supply of ink for the day’s 
dictation. 


Equip Yourself Well 
This is a splendid age for the young person 


wants to make good in business. 
has supplied successful 


who really 
Ul course, every age 
men and women but ours has contributed more 
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useful people and provided greater oppor- 
tunities for youth than most of them. The 
young stenographer starting out in business 
needs to know many things which neither the 
school teacher nor even the college professor 
can tell him. He learn them largely 
through experience. With the “tools” men 
tioned here and the ability to write shorthand 
and type competently, he should be able to 
climb the Ladder to [he business 
world is looking for 
to make good, and a well 
will help the ambitious 


must 


©uccess 
young people who want 
selected “kit of tools” 
stenographer to reach 


the desired goal and make the path thither a 


great deal smoother 


Yo 
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“She SHORTHAND REPORTER, 


Conducted for the benefit of those already reporting 
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260 Words-a-Minute Championship—Jury Charge 
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vith an f struck through it Also, when the 
frequently used medical term Jumbar verte- 
rac is occurring in a case, the same inter- 
ecting principle can be employed, by striking 
rive wh the 1 Obviously, if these ex 
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Another Tea cher-Reporter 
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VACATION TIME IS COMING 


Have We Your Correct Address? 


Be sure to give us your proper address for the balance of your subscription 
order before leaving school, so that magazines for September and following 
Mailing lists are made up on the 15th of the 
Please keep this date in mind when notifying us of changes 
of address. 


issues may be rightly directed. 
month before issue. 
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